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SUBCHAPTER 1
GENERAL CIVIL SERVICE PROVISIONS

§14-1-1 Purpose of chapter; statement of policy.
The purpose of this chapter is to set forth the
fundamental character of the system of human resources
administration governed by these rules consistent with
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merit principle. [Eff 6/22/81; comp 8/1/91; am and comp
6/11/92; am and comp April 01, 2002] (Auth: HRS §§26-
5, 76-17) (Imp: HRS §§26-5, 76-17)

§14-1-2 Applicability of rules. (a) These rules
shall apply to the state civil service system, including
all positions and all incumbents of such positions.
Unless a rule so specifies, it shall not apply to
positions and employees in the exempt service.

(b) The state civil service system shall include
all positions in the executive branch of the government
except those specifically exempted therefrom by or
pursuant to statute or by the director in accordance
with section 76-16, Hawaii Revised Statutes, as amended.
The director is authorized and directed to determine

finally whether a position is in the merit system. [Eff
6/22/81; comp 8/1/91; am and comp 6/11/92; am and comp
April 01, 2002] (Auth: HRS §§26-5, 76-17) (Imp: HRS

§§26-5, 76-17)

§14-1-3 General responsibilities of director. The
director shall:
(1) Be responsible to the governor for the
proper application of the civil service law
and all other applicable statutes.

(2) Exercise and provide leadership in human
resources matters throughout the state
service.

(3) Develop and promulgate policies, rules,

standards, guidelines, and procedures

applicable to the state service, designed to

promote the efficiency of the state service
governing such matters as the following:

(A) Classification and related systems to
support sound utilization of human
resources, recruitment of qualified
personnel, and appropriate pay and pay
relationships amongst personnel;
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(B)

(C)
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A civil service merit-based recruitment
system;

A performance appraisal system for the
purpose of evaluating the performance of
employees in the civil service and
improving employees’ performance,
consistent with chapter 76-41, Hawaii
Revised Statutes;

An incentive and service awards program
for the purpose of recognizing employees
who contribute to the efficiency,
economy, or other improvement of
government operations or who perform
exceptionally meritorious special acts
or services in the public interest in
connection with or related to their
official employment, consistent with the
policies of the governor;

Orderly, uniform, and fair procedures
for the non-disciplinary separation of
employees from the state service;
Circumstances under which civil service
positions may be excepted from the civil
service classification system and/or
civil service recruitment system;

Pay administration system which provides
for the proper compensation of employees
and adjustments thereto as necessitated
by personnel movements and employment
actions;

A leave program whereby employees may be
reasonably excused from work for rest,
recreation, health, and other purposes;
Administration of a program for employee
work hours and observance of holidays
and a system under which the pay of
employees may be adjusted for certain
hours, days or conditions of work;

A program to establish and maintain
medical requirements and require medical
examinations in order to:

1-3



§14-1-3

(K)

(M)

(i) Ensure that persons seeking
employment in the civil service
system meet the physical and mental
requirements necessary for the safe
and efficient performance of the
duties of the position for which
they are being hired and can be
expected to continue to meet
physical and mental requirements
for continued employment.

(ii) Ensure that each enpl oyee is able
to performtheir duties
satisfactorily and w t hout undue
hazard to the enpl oyee or others or
wi t hout undue hardship on the
operation of the program Medica
requi renents and exam nati ons shal
i ncl ude, but need not be limted
to, pre-enploynent nedical
exam nations, return to work
exam nations, medical re-
eval uati ons, the method of
adm ni strati on of nedi cal
exam nations, and the consequences
of enpl oyees failing to neet
physi cal and nmental requirenents in
order to performtheir duties.

A program for placing employees who are
medically unqualified to perform their
usual and customary job because of a
work related or non-work related injury;
Establishing safety and health standards
to ensure safe places of employment and
compliance with all applicable safety,
health and workers’ compensation laws,
executive orders, policies, procedures,
standards and guidelines;

A recruitment incentive program that

offers travel and transportation

expenses or monetary incentives to
persons employed or appointed to
critical-to-fill and labor shortage
positions. Permissible expenditures
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will be covered by guidelines issued by
the director;

(N) Pay programs and/or alternate programs
that will help to attract and retain
efficient and effective employees in
State government;

(O) A probation period that shall be used as
a test to determine an employee’s
fitness and ability for employment in
the civil service and the position;

(P) Conditions under which non-civil service
appointments may be made.
(4) Maintain an adequate system of review to

determine that equitable and sound
application of statutes, executive orders,
policies, rules, standards, guidelines and
procedures relating to human resources
management is being carried out by the
department. Whenever the review reveals
failure on the part of a department to comply
with established principles and directives,
the director shall take actions as may be
appropriate to obtain compliance therewith.
[Eff 6/22/81; comp 8/1/91; am and comp
6/11/92; am and comp April 01, 2002] (Auth:
HRS §§26-5, 76-17, SLH 2000, Act 253) (Imp:
HRS §76-12, SLH 2000, Act 253)

§14-1-4 General responsibilities of departments.
(a) The head of each department shall be responsible
for human resources management within each department
and shall provide for the cooperation of the department
with the department of human resources development in
the administration of human resources matters.

(b) Authority for the administration of
departmental human resources matters may be delegated to
those officials responsible for planning, directing, and
supervising the work of others to the extent compatible
with economical and efficient administration. The
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exercise of the authority shall be subject to policies,
rules, guidelines, procedures, and standards established
by the head of the department and the department of
human resources development.

(c) Each employing department shall be responsible
for establishing and maintaining written human resources
policies which conform to the applicable laws, rules,
policies, guidelines, procedures, and standards of the
civil service system. [Eff 6/22/81; comp 8/1/91; am and
comp 6/11/92; am and comp April 01, 2002] (Auth: HRS
§§26-5, 76-17, SLH 2000, Act 253) (Imp: HRS §§26-5,
76-17, SLH 2000, Act 253)

§14-1-5 Reporting human resources information.
Each department shall report human resources information
to the director as the director deems necessary as to
matters within the director's jurisdiction. The
information shall be supplied at the time and manner as
the director prescribes. [Eff 6/22/81; comp 8/1/91; am
and comp 6/11/92; am and comp April 01, 2002] (Auth:
HRS §§26-5, 76-17) (Imp: HRS §S$26-5, 76-17)

§14-1-6 Authority to investigate. The director
may conduct investigations to secure enforcement of
chapter 76, Hawaii Revised Statutes, and other pertinent
portions of law and the rules, policies, standards,
guidelines and procedures governing civil service system
employment. [Eff 6/22/81; comp 8/1/91; am and comp
6/11/92; am and comp April 01, 2002] (Auth: HRS §§26-
5, 76-17, SLH 2000, Act 253) (Imp: HRS §§76-12, 76-
13, SLH 2000, Act 253)

§14-1-7 Enforcement authority of director.
Whenever the director finds:
(1) That any person has been appointed to, or is
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holding or performing the duties of a
position in violation of any of the laws,
policies, standards, guidelines and
procedures administered by the director, the
director is authorized, after giving due
notice and opportunity for explanation, to
certify the facts to the department with
specific instructions for corrective action.
Whenever the director issues specific
instructions for corrective actions, the
appointing authority concerned shall comply
with the director's orders and make a report
thereon to the director. TIf the appointing
authority fails to do so, the director shall
certify the facts to the comptroller, with a
copy to the department concerned, and
thereafter no payment shall be made of salary
or wages accruing to the appointing
authority.

(2) That any officer or employee has violated the
laws, policies, standards, guidelines and
procedures administered by the director, the
director shall take action in accordance with
law as may be appropriate to secure
compliance. [Eff 6/22/81; comp 8/1/91; am
and comp 6/11/92; am and comp April 01, 2002]
(Auth: HRS §§26-5, 76-17, SLH 2000, Act 253)
(Imp: HRS §§26-5, 76-12, 76-17, SLH 2000,
Act 253)

§14-1-8 Equal employment opportunity. There shall
be equal opportunity for all in compliance with all laws
prohibiting discrimination. [Eff 6/22/81; comp 8/1/91;
am and comp 6/11/92; am and comp April 01, 2002] (Auth:
HRS §§26-5, 76-17, SLH 2000, Act 253) (Imp: HRS §§76-
1, 76-44, 78-2, SLH 2000, Act 253)

§14-1-9 Delegation of authority. The director may
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delegate to departments authority to act in human
resources matters in accordance with policies, rules,
guidelines, procedures, and standards issued by the
director. [Eff 6/22/81; comp 8/1/91; am and comp
6/11/92; am and comp April 01, 2002] (Auth: HRS §S26-
5, 76-17, SLH 2000, Act 253) (Imp: HRS §§26-5, 76-17,
SLH 2000, Act 253)

SUBCHAPTER 2
DEFI NI TI ONS

814-1-15 Definitions. Unless otherw se indicated
by the context, words used in these rules are understood
to have the follow ng special neanings:

"Adm ni strative review' neans a re-eval uation of an
eligibility rating or determnation, initial pricing, or
classification action in accordance with the provisions
set forth in these rules, and policies, standards,
gui del i nes and procedures established by the director.

"Appoi nting Authority"” nmeans the departnent head or
desi gnee having the power to nmake appoi ntnents or
changes in the status of enpl oyees.

"Assenbl ed exam nation"” neans an exam nation for
whi ch applicants are required to assenble or be
physically present at appointed tines and pl aces.

"Cal endar day or day" neans a period which begins
at mdnight and ends twenty-four hours later at
m dni ght .

"Certificate of eligibles" neans the official
docunent through which eligibles are referred for
enpl oynment consi derati on.

"Certification" neans the process whereby the nanes
of qualified persons on the eligible lists are referred
to the appointing authority.

"G vil service appointnent” means an appoi nt ment
to a civil service position froman appropriate eligible
list.

"Cvil service enployee" is an enpl oyee who has net
all requirenents for nenbership under section 76-27,
Hawai i Revi sed St at utes.

"CGvil service positions" are all positions within
a jurisdiction that are not exenpt fromcivil service
| aw and nmust be filled through civil service recruitnent
procedures based on nerit.
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"Gvil service |law' neans chapter 76 of the Hawaii
Revi sed Statutes, as anmended. Unless the context of a
specific rule clearly indicates otherwise, all terns
used herein shall have the sane neaning as in the civi
service | aw.

"CGivil service recruitnment procedure"” neans the
procedure for the conpetitive process by which an
applicant is deened qualified for a civil service
appoi nt nent .

"Gvil service systenl neans the nerit system See
nerit system

"Cl ass or class of work" means a group of positions
that reflect sufficiently simlar duties and
responsibilities such that the sane title and pay range
may apply to each position allocated to the class.

"Classification" means the process of establishing
an occupational framework and grouping positions on the
basis of the kind and | evel of work and know edge,
skills, conpetencies and qualifications required.

"Conpensatory tine-off" means the nunber of hours
whi ch an enpl oyee is schedul ed to be absent fromwork as
mutual ly agreed to with the enpl oyee’ s appoi nting
aut hority when such absence is credited as conpensatory
time-of f and charged agai nst the enpl oyee's conpensatory
time credit.

"Conpensatory tine credit” mnmeans the nunber of
hours of credit which an enpl oyee earns for overtine
wor k, determ ned on the basis of one and one-half hours
for each hour of overtinme work.

"Conpetitive exam nation" neans an exam nation from
which an eligible list is established. The competitive
exam nation may be open to the public who qualify for
adm ssi on.

"Continuous recruitnment and exam nation
announcenent” means an announcenent of conpetitive
exam nation without a closing date for which
applications are recei ved and exam nati ons conducted on
a continual basis.

"Director” nmeans the director of human resources
devel opnent .

"Earned rating" neans the rating attained as a
result of a conpetitor's qualification or perfornmance or
both in exam nation wi thout credit for the points added
t hrough veteran's preference.

"El'i gi bl e nmeans a person whose nanme is on an
eligible |ist.

"Eligible list" neans a list, also referred to as a
regi ster, of persons who have qualified for appointnent
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to positions in a particular class through the civil
service recruitnment procedures.

"Enpl oyee" or "public enpl oyee" neans any person
hol ding a position in the service of a jurisdiction,
irrespective of status or type of appointnent.

"Exam nation"” neans any test or accepted personnel
assessnent techni que used to neasure the fitness and
ability of applicants for enploynment which may include,
but are not limted to: witten tests, oral tests,
interviews, essays, tests of physical fitness or
ability, nedical exam nations, performance tests,
trai ni ng and experience eval uations, background and
suitability determ nations, probation period, in-basket
assessnent, biodata assessnents personality measures,
and assessnent centers.

"Exenpt enpl oyee" neans a person who i s appointed
to and who occupies a position exenpted pursuant to
section 76-16, Hawaii Revised Statutes.

“Initial Pricing"” nmeans the determ nation of the
appropriate pay range and pay rel ationships for a new
cl ass based on appropriate factors.

“"Initial probation period" is the probation period
required of a person entering the state civil service
that is the final test of the person’s fitness and
ability for the position before acquiring nmenbership in
the civil service.

"I nter-departnmental pronotional exam nation
announcenent” mneans a recruiting notice announcing the
recei pt of applications for participation in an
exam nation for positions in a particular class,
adm ssion to which is limted to enpl oyees who are
menbers of the civil service.

"Inter-jurisdictional” neans between the state
executive branch and the judicial branch of the State,
or the legislative branch of the State, or any county
governnent, or incorporated State organization that is
not part of the executive branch.

"I nternal exam nation” neans an exam nati on which
is adm ni stered without a conpetitive recruitnment and
exam nati on announcenent, generally to evaluate the
qgqualifications of a nmenber of the civil service for an
i n-servi ce change.

"I ntra-departnmental pronotional exam nation
announcenent” means a recruiting notice announcing the
recei pt of applications for participation in an
exam nation for positions in a particul ar class,
adm ssion to which is limted to enpl oyees of a
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particul ar state agency in the executive branch who are
menbers of the civil service.

"Menbership in the civil service" nmeans the status
and rights enjoyed by an enpl oyee who successfully
conpletes an initial probation period and denonstrates
continued fitness and ability by neeting all performance
requi renents of the enpl oyee's position.

"Merit principle"” neans the sel ection of persons
based on their fitness and ability for public enpl oynent
and the retention of enployees based on their
denonstrated appropriate conduct and productive
per f or mance.

"Merit systent neans the system based on nerit
principles within the neaning of section 76-1, Hawaii
Revi sed Statutes, as anmended, and Article XV, Section
1, of the Hawaii State Constitution.

"M ni mum qual i fication" nmeans the m ni num
experience, education, licensing, and other special
requi renents essential for performance in a class of
work or a position.

"New probation period" neans a probation period
required of a nenber of the civil service.

"Non-civil service appointnent” nmeans an
appoi ntnment to a civil service position made wi thout the
use of an eligible list.

"Open-conpetitive exam nati on announcenent” mneans a
recruiting notice announcing the receipt of applications
fromthe general public for participation in an
exam nation for positions in a particular class.

"Open-conpetitive list" means a list of persons who
have been found qualified by an open-conpetitive
exam nation for appointnent in a particular class.

"Pay Range" neans the group of salary rates from
m nimumto maxi nrum aut hori zed for a pay grade in a
sal ary schedul e.

" Per manent appoi ntrent" means an appoi nt ment
without a limtation date to a permanent position that
allows the enpl oyee to becone a nenber of the civil
servi ce.

"Per manent position" neans a position w thout tine
[imtation and which is included in a departnent's
position ceiling as authorized in the general
appropriation act, admnistrative directives or by
specific | anguage in other |egislative acts.

"Position" neans a specific job, whether occupied
or vacant, consisting of all the duties and
responsibilities assigned or del egated by conpetent
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authority, requiring the full or part-tinme enploynent of
one person.

"Position description” neans an official witten
statenment of the major duties and responsibilities
assigned to the position by the appointing authority,

t he organi zati onal relationships, the know edge, skills
and abilities required of the position and ot her
pertinent information.

"Pricing" means determ ning the appropriate pay
range and pay rel ationships for a class based on
appropriate factors.

"Rating" neans the score or neasure of performance
of an applicant in an exam nation.

"Real | ocation" neans the novenent of a position
fromone class to another class based on a change in the
duties, level of difficulty, authority,
responsibilities, qualification requirenments and ot her
factors.

"Real | ocati on downward" mneans the reallocation of a
position to a class assigned to a | ower pay range in the
sane sal ary schedul e.

"Real | ocati on upward" mneans the reallocation of a
position to a class assigned to a higher pay range in
t he sane sal ary schedul e.

"Recl assification” nmeans a change in the class to
which a position is allocated based on a change in the
classification system

"Recruitment” neans the process of |ocating
applicants for enpl oynent.

"Rel ated cl ass” neans a cl ass which requires
substantially simlar know edge, skills and abilities as
anot her cl ass.

"Rel ated series" nmeans a series of classes which
requires substantially simlar know edge, skills and
abilities as another series.

"Repricing” neans changing an existing class from
its present pay range to another pay range in the sane
sal ary schedul e based on appropriate factors.

"Sal ary schedul e" neans a table of pay rates and
ranges.

"Select priority list" nmeans a |ist conposed of a
former enpl oyee of the executive branch who was rel eased
under the conditions covered by section 386-142, Hawai i
Revi sed St at ut es.

"Sel ective certification" neans the process by
which certification is limted to those persons
possessi ng know edge, skills, abilities and ot her
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characteristics deened critical to the successfu
performance of the work of a specific position.

"Series of classes" neans classes simlar as to
subject matter of work, but differing in |evel of
difficulty, responsibility, and qualifications required.

" St udent s" neans persons who are enrolled or who
have been accepted for enrollnment on a full-tinme basis
as resident students (as distinguished froma
correspondence school student) of a secondary school or
educational institution of higher |earning.

"Suitability" means fitness for enploynent after
consi deration of such factors as physical and nental
ability, character, crimnal history record, and
enpl oynent record.

"Tenporary assignnment” neans the assignnment by a
conpetent authority and the assunption, wthout a fornal
change in position, of all or a major portion of the
significant duties and responsibilities of another
posi tion.

"Term nation"” neans the severing of an enployee's
enpl oynent with an enployer. It may be at the
enpl oyee's initiative or that of the enployer.

"Unassenbl ed exam nati on" nmeans an exam nation in
whi ch applicants are not assenbled or required to be
physically present for a test. [Eff 6/22/81; am
11/9/81; am 9/25/82; am 5/19/89; conp 8/1/91; am and
conp 6/11/92; am and conp April 01, 2002] (Auth: HRS
§826-5, 26-38, 76-17, 76-42, 76-43, 76-103) (Inp: HRS
8826-5, 26-38, 76-1, 76-12, 76-13, 76-15, 76-16, 76-17,
76-18, 76-19, 76-27, 76-29, 76-30, 76-41, 76-42, 76-43,
76-45, 76-46, 76-47, 76-101, 76-103, 78-1, 92-50, 92-
57, 396-6, 831-2; Chapter 43, Title 38, US.C)
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